
Tools Tab

• Protocol Worksheet
• Observation Worksheet

– Observation Data Gathering

• Age  and Income Eligibility Review and Guidance Forms
– Child Records

• Report Coordinator Checklist
• Team Leader Checklist
• Delegate Checklist

– Center Checklist
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Worksheets and Checklist

Access the various worksheets
And checklists from the Tools 

Tab



Protocol Worksheet

• Optional Data Gathering Tool
• May be completed by all reviewers
• Notes entered may be copied to other areas of the 

Protocol and become evidence
• May be assigned to other team members



The Protocol Worksheet
is an optional tool for data gathering. 

information gathered in this worksheet can 
be copied and pasted into notes within other

sections of the Protocol.  Multiple Worksheets can 
be created by multiple reviewers.  



Paper version of
Protocol Worksheet

contains the same information
found in the electronic version 



Complete all the questions on this worksheet (electronic version contains
the same information found on the paper version of this worksheet)

notes may be created, edited by creator and 
copied elsewhere into the Protocol.  Multiple notes can be added

to a single Protocol Worksheet.  This is an optional tool designed to
facilitate data gathering. 

The individual worksheets are assignable to other members of a
Review team.



Observation Worksheet

• Data Collection Tool for gathering information during 
observations

• One observation worksheet should be created for each 
individual site

• A ‘new observation’ should be completed for each 
individual observation

• Standards cited here may be linked to findings in the 
Protocol



Create a single Observation Worksheet for each site
being observed.  Create “New Observations” for each 
observation within that site.  A green ‘check’ indicates the 
worksheet has been completed and there are no areas of 
concern.  A red ‘x’ indicates an area of concern has been cited
during an observation.  A ‘notebook’ icon indicates the Observation
is not complete



Paper Version Observation Worksheet
contains the same questions to be found 
in the electronic version (software) of Protocol



Software version
Observation 
Worksheet 
contains
the same questions 
found on the paper
Version of Protocol



Completed Observation Worksheet
Create a New Observation for this Site 
by clicking on the ‘New Observation’ button. 
Answer Compliance Question associated with this 
Observation Worksheet.  



You must enter a note 
for every
Applicable answer.  By 
clicking the Standard 
Link you may view 
the text of the 
standard associated 
with the Compliance 
Question



Note entered in Observation Worksheet
Follows the standard link back to the standards page. 



Reviewer may now create a finding or add 
Additional notes by clicking on the 
standard link.



New Finding created from citing the
standard associated with Compliance Question 
on the Observation Worksheet now appears on the
Findings Tab.  All notes entered in the Observation
Worksheet or at the standard link have followed.



Paper version Observation Data 
Collection Sheet



Electronic Version of Observation Data Collection Sheet
Create a new observation for each new observation at a site. 
There may be multiple observations under a single Observation
Worksheet.  



Multiple Observation Worksheets  may
Have multiple Observations.  Red ‘x’ indicates
Area of concern within an Observation Worksheet



Age and Income Eligibility Review and Guidance Forms

• Completed by Report Coordinator
• Guidance for sample collection and data documentation
• Comprehensive Instructions for completing Review 

Forms ensures consistency across reviews
• Electronic version (software) mirrors the paper version of 

the forms and guidance



The columns noted in these instructions relate to the
paper version of the Protocol where information is
entered in columns

Paper version



Paper Version of Data Collection Form
contains the same information found in 
the electronic (software) version







Instructions include clear guidance for selecting
the sample size of child files to review 



Each child record reviewed must 
be entered in the software.  Each record
is assigned a record number by the
software



Individual records
Reviewed are listed individually on
The Background Questions Data Collection Worksheet



Summary of Files reviewed
provides immediate information on

number of files reviewed, under age children, absence of signed 
eligibility statement, etc.



Creating Delegate and Center Checklists
Step by step instruction for creating 
and using the delegate checklist in 

PRISM 2007



Creating Delegate and Center Checklists

• You must create a Delegate for each Delegate within a review.  
• There may be one Delegate with multiple centers or multiple 

delegates with multiple centers.  
• You may select the sections of the Protocol for which these 

Delegates will be visited when creating the Delegate Checklist
• You may delete a Delegate Checklist or a Center Checklist 
• Complete instructions for completing the Delegate Checklist are 

located on the Delegate Checklist Instructions Page within the 
Protocol

• The Delegate Checklists and associated Center Lists must be 
completed by the Report Coordinator or Team Leader



Select the Tools Tab



Select New
Delegate Checklist



Complete
the form with the 
appropriate 
information
including the Delegate 
Address, 
Program Type, and 
what sections of the 
Protocol 
will be looked at for 
this delegate.
Create one Checklist 
for each Delegate 
(multiple centers 
checklists may be 
created for each 
delegate)



Create a Center 
Checklist 
for each center within 
a Delegate.  
multiple Centers can 
be created however
ensure that the centers 
are associated with the 
correct Delegate



Delegates
will now appear
in the order created on
your Delegate Checklist
Page.  Center Lists nest 
within
the Delegate Checklists and 
are 
not displayed on this page 
view



Within Note, select 
from the drop down menu,
the Delegate



After selecting
the Delegate, choose 
the Center from the
Drop Down menu



Report Coordinator and Team Leader Checklists

• Each checklist to be completed by designated RC or 
Team Leader

• Completed at the end of a review
• Notes may be entered to substantiate information 

entered in checklists when appropriate



Team Leader Checklist must be completed by FTL at the 
end of the review to confirm adherence to the Protocol 

Process and the quality of the Preliminary Review Report



Report Coordinator must complete the RC Checklist 
By the end of the review to ensure that all evidence has been
Mailed to the Regional Office, that all reviewers have closed out 
Of the review and confirm the quality of the Preliminary Review Report


